SLOT # 008,
HEAD ACCOUNTANT:

· PRESENTATIONS AND REPORTS TO LA JOYA SCHOOL BOARD AND  LA JOYA CITY COMMISSION

· REPORTING AND DISBURSING OF LATE RENDITION PENALTY FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST ASSESSING DEPARTMENT WITH SUPPLEMENTS AND ADJUSTMENTS FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST COMPUTER DEPARTMENT WITH REPORTS FOR LA JOYA ISD AND CITY OF LA JOYA 

· CALCULATING EFFECTIVE TAX RATES FOR LA JOYA ISD AND CITY OF LA JOYA

SLOT #012, 013 014,
ACCOUNTANTS:

· PREPARE DAILY, MONTHLY AND ANNUAL REPORTS FOR LA JOYA ISD AND CITY OF LA JOYA

· AUDITING SPECIAL INVENTORY ACCOUNTS FOR LA JOYA ISD AND CITY OF LA JOYA

· WIRE TRANSFER FUNDS DAILY FOR LA JOYA ISD AND CITY OF LA JOYA

· PREPARE ADDITIONAL SPREADSHEETS FOR COLLECTIONS OF LA JOYA ISD AND CITY OF LA JOYA TAXES

SLOT # 016, HEAD BOOKKEEPER:

· ASSIGN AND/OR BALANCE DAILY POSTINGS FOR TAX ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA

· ASSIGN AND/OR ISSUE REFUNDS FOR ACCOUNTS WITH OVERPAYMENTS, HOMESTEAD EXEMPTIONS, ETC., FOR ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA

· ASSIGN AND/OR MANAGE ACCURACY OF DAILY DEPOSITS FOR TAXES COLLECTED FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIGN AND/OR KEEP LEDGERS FOR ALL MONIES COLLECTED FOR LA JOYA ISD AND CITY OF LA JOYA

SLOT # 026, HEAD CASHIER:

· OVERSEE COLLECTIONS OF ALL TAXES FOR ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA
· OVERSEE BALANCING OF ALL CASHIERS COLLECTING TAXES FOR LA JOYA ISD AND CITY OF LA JOYA
· OVERSEE COLLECTIONS AND RECORDS MAINTAINCE FOR ALL SPECIAL INVENTORY ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA
· OVERSEE BANK DEPOSITS FOR ALL FUNDS COLLECTED FOR LA JOYA ISD AND CITY OF LA JOYA
SLOT # 025, 033, 039, ASST. ACCOUNTANT:

· ASSIST WITH PREPARATION OF DAILY, MONTHLY AND ANNUAL REPORTD FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITH AUDITING OF SPECIAL INVENTORY ACCOUNTS FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITH WIRE TRANSFER OF FUNDS ON A DAILY BASIS FOR FUNDS COLLECTED FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITH COMMUNCATING WITH AUDITORS FROM LA JOYA ISD AND CITY OF LA JOYA WITH ANY QUESTIONS THEY MIGHT ENCOUNTER

SLOT # 051, ASST. BOOKKEEPER:

· ASSIST WITH BALANCING OF DAILY POSTED PAYMENTS FOR ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITH ISSUING REFUNDS FOR ACCOUNTS WITH OVERPAYMENTS IN LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITH ACCOUNTING FOR ACCURACY OF DAILY DEPOSITS FOR COLLECTED TAXES FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITH KEEPING LEDGERS FOR ALL FUNDS COLLECTED FOR LA JOYA ISD AND CITY OF LA JOYA

SLOT # NEW,
ADMINISTRATIVE ASSISTANT:




SEE ATTACHED H/R DEPT. REQUISITION FORM

SLOT # 074,

DEPUTY TAX CLERK:

· ASSIST WITH PROCESSING ALL CURRENT AND PRIOR YEAR ADJUSTMENTS FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITH MAILING CORRECTED TAX STATEMENTS DUE TO NAME CHANGE, CHANGE IN VALUE, ETC., FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITHCALCULATING IN-HOUSE ADJUSTMENTS FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST WITH CONFERRING WITH HIDALGO COUNTY APPRAISAL DISTRICT ON ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA

SLOT # 053,

TAX CLERK/CASHIER:
· ASSIST HEAD CASHIER WITH POSTING OF TAX PAYMENTS FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIST IN PREPARING TAX CERTIFICATES FOR ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA

· ASSIST IN BALANCING DEPOSITS FOR LA JOYA ISD AND CITY OF LA JOYA

· DEAL WITH ADDITIONAL TAXPAYER PROBLEMS FOR LA JOYA ISD AND CITY OF LA JOYA

SLOT # 028,

HEAD DATA ENTRY:

· IN CHARGE OF PROCESSING ALL CURRENT AND PRIOR YEAR SUPPLEMENT ADJUSTMENT MODIFICATIONS FOR LA JOYA ISD AND CITY OF LA JOYA

· DO NAME AND ADDRESS RESEARCH ON ALL RETURNED MAIL FOR LA JOYA ISD AND CITY OF LA JOYA

· MAINTAIN A CODING SYSTEM FOR ALL MORTGAGE ACCOUNTS FOR LA JOYA ISD AND CITY OF LA JOYA

· CALCULATE IN-HOUSE ADJUSTMENTS FOR ALL ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA

SLOT #NEW,

TAX CLERK/CASHIER:




SEE ATTACHED H/R DEPT REQUISITION FORM

SLOT # 003,

TAX COLLECTIONS MANAGER:

· ASSIST WITH EFFECTIVE TAX RATE CALCILATIONS FOR LA JOYA ISD AND CITY OF LA JOYA

· PRESENT REPORTS TO LA JOYA ISD AND CITY OF LA JOYA AND/OR THEIR GOVERNING BODIES

· COORDINATE AND SUPERVISE DEPOSITS AND REPORTS FOR LA JOYA ISD AND CITY OF LA JOYA

· TRAVEL TO BOARD MEETINGS AND REPORT ON COLLECTIONS TO LA JOYA ISD AND CITY OF LA JOYA 

· SUPERVISE ADDITIONAL TAX REFUNDS, BANKRUPTCIES, COURT COST COLLECTIONS, ETC, FOR LA JOYA ISD AND CITY OF LA JOYA

· OVERSEE 2 ADDITIONAL EMPLOYEES

SLOT # 002,
CHIEF OF OPERATIONS:

· CALCULATE EFFECTIVE TAX RATES FOR LA JOYA ISD AND CITY OF LA  JOYA

· COLLECTING LARGE OUTSTANDING ACCOUNTS FOR LA JOYA ISD AND CITY OF LA JOYA

· PRESENT MONTHLY AND ANNUAL REPORTS TO LA JOYA ISD AND CITY OF LA JOYA’S GOVERNING BODIES

· COORDINATE WITH BUSINESS MANAGERS FROM LA JOYA ISD AND CITY OF LA JOYA ON COLLECTION OF PROPERTY TAXES

· PUBLISH EFFECTIVE TAX RATE CALCULATIONS FOR LA JOYA ISD AND CITY LA JOYA

SLOT # 011,
EXECUTIVE ASSISTANT:

· MANAGE ADDITIONAL COLLECTION CONTRACTS FOR LA JOYA ISD AND CITY OF LA JOYA

· MANAGE INDEMNITY BONDS FOR LA JOYA ISD AND CITY OF LA JOYA 

· SCHEDULE WORKSHOPS AND MEETING BETWEEN TAX A/C AND LA JOYA ISD AND CITY OF LA JOYA

· HANDLE TAX LIEN TRANSFERS FOR LA JOYA ISD AND CITY OF LA JOYA

· HANDLE CORRESPONDENCE AND ATTEND TO CUSTOMERS IN LA JOYA ISD AND CITY OF LA JOYA

SLOT # 006,
TAX ASSESSING MANGER:

· MAINTAIN ADDITIONAL FREEZE AND HOMESTEAD AMOUNTS FOR LA JOYA ISD AND CITY OF LA JOYA

· MAINTAIN SUPPLEMENTAL REPORTS FOR LA JOYA ISD AND CITY OF LA JOYA

· ASSIGN MANAGEMENT OF MORTGAGE ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA

· COORDINATE WITH HEAD ACCOUNTANT ON REPORTS OF MODIFIED ACCOUNTS PERTAINING TO LA JOYA ISD AND CITY OF LA JOYA

SLOT # 007, 009,
ACCOUNT REPORT SPECIALIST/COMPUTER SYSTEM ADMINISTRATOR:

· CREATE DAILY, MONTHLY AND ANNUAL REPORTS FOR LA JOYA ISD AND CITY OF LA JOYA

· MANAGE INFORMATION ON DATA BASE FOR LA JOYA ISD AND CITY OF LA JOYA

· CREATE PRESENTATIONS ON POWER POINT FOR ANNUAL REPORTS FOR LA JOYA ISD AND CITY OF LA JOYA

· PROGRAM ADDITIONAL REPORTS AS REQUESTED BY LA JOYA ISD AND CITY OF LA JOYA

SLOT # 041,
SECRETARY

· KEEP TIMESHEETS AND PERSONNEL RECORDS FOR ADDITIONAL EMPLOYEES

· MANAGE INSUFFICIENT FUND CHECKS RETURNED FOR COLLECTION OF TAXES FOR LA JOYA ISD AND CITY OF LA JOYA

· HANDLE ADDITIONAL TAXPAYER PROBLEMS FOR TAXPAYERS IN LA 

SLOT # 034, 035,
ASSISTANT SUPERVISORS:

· ISSUE TAX CERTIFICATES FOR ACCOUNTS IN LA JOYA ISD AND CITY OF LA JOYA

· COLLECT ON SPECIAL INVENTORY ACCOUNTS FOR LA JOYA ISD AND CITY OF LA JOYA

· SET UP AND KEEP PARTIAL PAYMENT CONTRACTS FOR TAXPAYERS IN LA JOYA ISD AND CITY OF LA JOYA

· HANDLE ADDITIONAL QUESTIONS IN REFERENCE TO BANKRUPTCIES, ROLLBACK, ETC, IN LA JOYA ISD AND CITY OF LA JOYA

· MAINTAIN ADDITIONAL TAX SUITS IN LA JOYA ISD AND CITY OF LA JOYA

